
00.05.100.1 

 

 
 

 

 

Employer Reporting Guide 
Updated August, 2012 

 
 
 
 
  



 

© PayFlex Systems USA, Inc. 2 For Ilustrative Purposes 

Table of Contents 

 
Standard Report Types ................................................................................................... 3 

 Scheduled Reports ................................................................................. 3 

 Automated Reports ................................................................................ 3 

 On Demand Reports .............................................................................. 4 

 

Reports Distribution ....................................................................................................... 5 

 

Scheduled Reports Samples ............................................................................................ 6 

 Ledger Summary .................................................................................... 6 

 Debit Card Transaction Register Report ............................................... 7 

 Employer Funding Summary ................................................................ 8 

 Employer Funding Detail ...................................................................... 9 

 Deposit Summary Report ...................................................................... 10 

Automated Reports Samples........................................................................................... 11 

 Production Payment Register ................................................................ 11 

 Settlement Payment Register ................................................................. 13 

 HSA Deposit Register ............................................................................ 15 

Other Report Samples ..................................................................................................... 16 

 Election Report ...................................................................................... 16 

 Payroll Schedule Report ......................................................................... 17 

 Combined Invoice Report...................................................................... 18 

 

 

 

 

 

 

 

 

 

 



 

© PayFlex Systems USA, Inc.     3 For Illustrative Purposes 
 

Standard Report Types 

We offer a number of reports for employers to manage the accounting of their plans 
administered by PayFlex.  Following is an overview of these reports as well as examples 
of these reports. 

 Scheduled Reports  
These reports run on a regularly scheduled basis. You set the schedule. 

Once these are set up, we will create and delivers the reports to the designated contact (see page 5 for 
details). Usually, we deliver them by e-mail. However, we may be able to deliver by fax or through 
the Website. 

Here is a list of the available reports.  

 Ledger Summary Report – For each participant, provides year to date deposits; amounts 
paid out; current cash balance; and the annual election. This is a monthly report. 

 Please review this report for discrepancies. If you find any please notify us 
immediately.  You should give special attention to the “Status” column, 
which identifies termed employees. In addition, review the “YTD Deposits” 
column, as this should agree with payroll deductions.  You are responsible 
for reporting and reconciling any discrepancies. 

 Debit Card Transaction Register Report – For each participant, shows all debit card 
activity on each participant’s debit card for a specified period. You set the frequency.  

 Employer Funding Summary Report – Shows a summary of the funding requests for a 
specified period. You set the frequency. 

 Employer Funding Detail Report – For each participant, shows funding requests for a 
specified period. You set the frequency. 

 Production Deposit Register Report – Shows the deposits posted to participant accounts 
for a specified period. You set the frequency. 

  Automated Reports  
We send these reports as claims and debit card settlement occur.  We send the HSA Deposit 
Register report daily as we post funds every day.   

 Production Payment Register Report – Shows the payments made to participants for 
paper or web claims. 

 Settlement Payment Register Report – Shows the settlement activity on participants’ card 
accounts.  

 HSA Deposit Register Report – Shows the deposits made to each employee’s HSA.   
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On Demand Reports 

You can request reports through the Employer Portal. Once logged into the portal click on the “On 
Demand Reports” link on the left side of the web page. You can request most of these reports in 
PDF, CSV or both.   

The following reports are available via On Demand. 

 Election Report 

 Ledger Summary Report 

 Employer Funding Summary Report 

 Employer Funding Detail Report 

When you request an “On Demand Report”, you will receive an e-mail stating the report is available 
for download. This e-mail will go to the requester’s email address (the email address used to log in to 
the Employer Portal). Once available, you can get to the report by clicking the “Plan Reporting 
Archive” link on the left side of the web page. 

 
Sample Email Notification: 
 
From: reporting@payflex.com 
Subject: Requested PayFlex Report is Available 
 
The report you have requested (Ledger Summary) is available to download on 
the Employer Portal. 
 
To retrieve your report: 
1. Go to our Employer Portal at PayFlexDirect.com/employer 
2. Log in and go to the Plan Reporting Archive 
 
Thank you, 
PayFlex Systems USA, Inc. 

mailto:reporting@payflex.com
http://www.healthhub.com/employer


 

© PayFlex Systems USA, Inc.     5 For Illustrative Purposes 
 

Reports Distribution 
 

Reports by Role 

You have assigned roles to members of your organization. These roles determine who can get which 
report. The following is a list of the scheduled and automated reports by Roles. These roles defined 
in the Employer Contacts on the New Client Checklist.  

 

Role Report Distribution 
Billing   Combined Invoice Reports for Distribution 

 Invoice Roster Report 
Funding   Funding Notification Report 

 Production Payment Register Report 

 Settlement Payment Register Report 

 HSA Deposit Register Report (if applicable) 

 Employer Funding Summary Report (if requested) 
 Employer Funding Detail Report (if requested) 

 Debit Card Transaction Register Report 
Eligibility  Election Report* 

 Payroll Schedule Report* 
Reporting  Ledger Summary Report 

 Debit Card Transaction Report 

* Not a scheduled report 
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Scheduled Report Samples 

 Ledger Summary Report 
This report displays employee account balances. You can have these separated by division if needed. 
It summarizes by reporting period, year to date (YTD), and account type. For each of your 
employees in the FSA plan, it shows deposits, payments and balances.  

Format: CSV and PDF 

Note: For larger clients with multiple divisions, you will have to download the CSV format from the 
“Plan Reporting Archive” link on the Employer Portal. 

Sample report (PDF Format) 

 

Fields 

Member 
Number 

Employee Account 
Type 

Status Status 
Date 

Deposits 
(Period) 

Payments 
(Period) 

Change in 
Cash 

Balance 

Deposits 
(YTD) 

Payments 
(YTD) 

*Cash 
Balance 

Annual 
Election 

Remaining 
Election 

Internal 
code for 

the 
employee 
or SSN 

Participant 
last and 

first name 

Account in 
which 
activity 

occurred 

Participant 
Status if 
termed, 

COBRA or 
LOA 

Effective 
date of 

participant 
status 

Deposits 
total for 
reporting 
period 

Participant 
payments 

for 
reporting 
period 

Change in 
account 

balance for 
reporting 
period 

Year to 
date 

deposits 
amount 

Year to 
date 

payments 

Year to date 
deposits 
minus 

payments 

Total annual 
election 

amount for 
the plan 

year 

Total 
annual 
election 

minus YTD 
payments 

* You can use the Cash Balance field to determine account forfeitures at the end of the plan year run out. 
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 Debit Card Transaction Register Report 

This report shows the debit card transactions and settlement activity for a specified period. The items 
will display in date order by effective date of the transaction.  

Format: CSV  

 

Fields 
Effective Settled Authorized Member 

Number 
Last 

Name 
First 

Name 
Amount Account Type Merchant 

Date of card 
swipe 

Date of 
settlement 

Date of 
merchant 

authorization 

Internal code for 
the employee or 

SSN 

Participant 
last name 

Participant 
first name 

Dollar amt. of 
transaction 

Account in which 
activity occurred 

Merchant and 
store number (if 

applicable) 
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 Employer Funding Summary Report 

This report summarizes the total employee account transactions by date, account type and funding 
type.  

Format: CSV  

 
 

 Fields 
Date 

Created 
Reporting 

Period 
Employer ID Funding 

Date 
Funding Type Plan Year Account 

Type 
Amount 

Date of the 
report 

Date range 
covered in report 

Internal number to 
identify employer 

Date of 
funding 
request 

“Settlement”- 
Debit card 
transactions or 
“Production” -
paper claims 

Plan year in 
which the 

activity occurred 

Account in which 
activity occurred 

Amount of the 
transaction 
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 Employer Funding Detail Report 

This is a detailed report of all the employee account transactions for a specified period.  

Format: CSV  

 

 

Fields 

Date 
Created 

Reporting 
Period 

Employer 
ID 

Division Funding 
Date 

Funding 
Type 

Member 
Number 

Last 
Name 

First 
Name 

Plan 
Year 

Account 
Type 

Transaction 
Type 

Amount 

Date of 
the 

report 

Date range 
covered in 

report 

Internal 
number to 

identify 
employer 

Participant 
division or 
location if 

provided by 
employer 

Date 
funding 
requeste
d from 

employer 

“Settlement”- 
Debit card 
transactions or 
“Production” -
paper claims 

Internal 
code for 

the 
employee 
or SSN 

Participant 
last name 

Participant 
first name 

Plan year 
in which 

the 
activity 

occurred 

Account in 
which 
activity 

occurred 

This will 
always be 
Employee 
account 
Payment 

Amount of 
the 

transaction 
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Deposit Summary Report 

This report shows the deposit history for all employees in the plan, during the specified period.   

Format: CSV  

 

Fields 

Date 
Created 

Reporting 
Period 

Employer 
ID 

Employer Division Member 
Number 

Last 
Name 

First 
Name 

MI Plan Year Account 
Type 

Type Date Amount 

Date of 
the 

report 

Date range 
covered in 

report 

Internal 
number to 

identify 
employer 

Employer 
Name 

Participant 
division or 
location if 
provided 

by 
employer 

Internal 
code for 

the 
employee 
or SSN 

Participant 
last name 

Participant 
first name 

Participant 
Middle 
Initial 

Plan year 
in which 

the activity 
occurred 

Account in 
which 
activity 

occurred 

Either Payroll 
Deduction or 

Employer 
Contribution 

Deposit 
effective 

date 

Amount of 
the 

transaction 

 

Created  Reporting 
Period  

Employer 
ID  

Employer  Division 
Code 

Member 
Number  

Last 
Name  

First 
Name  

MI  Plan 
Year  

Account Type  Type  Date  Amount  

11/2/2007  [01/01/07-
10/31/07  

XXXXX  Company 
Name  

 XXX-XX-
XXXX 

LAST 
NAME 

FIRST 
NAME 

MI  1/1/07  Healthcare 
(FSA)  

Payroll 
Deduction  

10/31/07 $20.00  

11/2/2007  [01/01/07-
10/31/07  

XXXXX  Company 
Name  

 XXX-XX-
XXXX 

LAST 
NAME 

FIRST 
NAME 

MI  1/1/07  Healthcare 
(FSA)  

Payroll 
Deduction  

1/31/07 $20.00  

11/2/2007  [01/01/07-
10/31/07  

XXXXX  Company 
Name  

 XXX-XX-
XXXX 

LAST 
NAME 

FIRST 
NAME 

MI  1/1/07  Healthcare 
(FSA)  

Payroll 
Deduction  

2/15/07 $20.00  

11/2/2007  [01/01/07-
10/31/07  

XXXXX  Company 
Name  

 XXX-XX-
XXXX 

LAST 
NAME 

FIRST 
NAME 

MI  1/1/07  Healthcare 
(FSA)  

Payroll 
Deduction  

2/28/07 $20.00  

11/2/2007  [01/01/07-
10/31/07  

XXXXX  Company 
Name  

 XXX-XX-
XXXX 

LAST 
NAME 

FIRST 
NAME 

MI  1/1/07  Healthcare 
(FSA)  

Payroll 
Deduction  

3/7/07  $20.00  
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Automated Report Samples 

 Production Payment Register Report 
This report shows a detailed listing of all claims that PayFlex has processed and paid. This report 
provides the detail for the amount that we will ask you to fund for a specified period.  This includes 
claims submitted by fax, mail and web (Express Claims).  

Format: CSV and PDF 

Sample report (CSV Format) 

 

 Fields  
Plan year Account 

Type 
Division Transaction 

Type 
SSN Last 

Name 
First 

Name 
Mi Pmt # Pmt Date Pmt Amt 

Plan year in 
which the 
activity 

occurred 

Account in 
which activity 

occurred 

Participant 
division or location 

if provided by 
employer 

Employee 
account 

payment or 
adjustment 

Internal 
code for 

the 
employee 
or SSN 

Participant 
last name 

Participant 
first name 

Participant 
middle 
initial 

Internal 
code for 
payment 

Date of 
payment 

Payment 
amount 
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 Production Payment Register Report 

 Sample report (PDF Format) 
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 Settlement Payment Register Report 

This report shows the debit card settlement activity by employee. It provides the detail for the 
amount that we will ask you to fund for a specified period.  

Format: CSV and PDF 

Sample report (CSV Format) 

 

 Fields 
Plan Year Account 

Type 
Division Transaction SSN Last 

Name 
First 

Name 
Mi Pmt # Pmt Date Pmt Amt 

Plan year in 
which the 
activity 

occurred 

Account in 
which activity 

occurred 

Participant 
division or 
location if 

provided by 
employer 

Employee 
Account 
Payment 

Internal 
code for the 
employee or 

SSN 

Participant 
last name 

Participant 
first name 

Participant 
middle 
initial 

Internal 
code for 
payment 

Date of 
card swipe 

Payment 
amount 
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Settlement Payment Register Report 

This is the same report on the previous page in PDF format. 

Sample report (PDF Format) 
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HSA Deposit Register Report 

This report shows the HSA deposits, by employee, for the specified time period.  

Format: CSV and PDF 

Sample report (CSV Format) 

 

 Fields 
Plan year Account 

Type 
Division Transaction 

Type 
SSN Last 

Name 
First 

Name 
MI Dep Date Dep Amt 

Plan year in 
which the activity 

occurred 

Account in 
which activity 

occurred 

Participant division 
or location if 
provided by 
employer 

Employee 
account deposit 
or adjustment 

Internal code 
for the 

employee or 
SSN 

Participant 
last name 

Participant 
first name 

Participant 
middle 
initial 

Deposit 
effective 

date 

Amount of 
deposit 

Sample report (PDF Format) 
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Other Report Samples 

 Election Report 
This report shows employee elections for a given account. It also shows the scheduled payroll 
deduction amounts. The report also gives a summary of all elections for each account type in the 
plan.  

Format: CSV and PDF 

 Report Body 
This portion of the report shows election information for each employee in the plan. 

 

Fields 

Member 
Number 

Employee Plan Effective 
Date 

First Ded. Date Deduction 
Amount 

Employer 
Funding 

Annual 
Election 

Internal code for 
the employee or 

SSN 

Participant last 
and first name 

Account 
type 

Date election 
begins 

Date first deduction 
is scheduled to be 

taken 

Amount of 
participant 

payroll deduction 

Amount the 
employer adds, 

if any 

Total annual 
election amount 
for the plan year 

 Report Summary 
This section gives a summary of the election information for each account type. 

 

Fields 
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Plan Total Participants Total Deductions Total Annual Elections 
Account 

type 
Number of participants in each 
plan type and the cumulative 

total in all plans 

Total dollar amount of deductions 
for each plan type and cumulative 

total  for all plans 

Total dollar amount of annual 
elections for each plan type and 

cumulative total for all plans 

  

 Payroll Schedule Report 

This report shows the payroll schedules by date for a specified plan year. This is based on the 
information that you provide.  

Format: PDF 

 

Fields 
Fields Description 
Original Original payroll date before adjustment 
Adjusted Payroll date following adjustments such as Holiday Rule 
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  Combined Invoice Report 

This is a monthly report. It shows administrative fees for employee in the plan as well as run out employees. 
You can have it separated by division if needed.  

Format: PDF  

 

 10802 Farnam Drive #100 
Omaha, NE 68154 
(P) (800) 284-4885 

  (F) (402) 231-4310 
www.mypayflex.com 

 
TO:  Company Name         Date: mm/dd/yy 

Attn: Billing Contact        Invoice No: xxxxxx-xxxxx 
Address 1 
Address 2 
City, State Zip 

 

RE:   Month yyyy Administrative Service Fees 
 
Administration Fees: 
 
Division Code - Division Description 

(#particpants @ $Participant Rate)  $00.00 
 
Division Code - Division Description 

(#participants @ $Particpant Rate)   $00.00 
 
 

Account Fee     #Total Participants @ $Participant Rate   $TOTAL DUE 

 

 

 
Payment Terms: Net 10 Days 

Please pay as invoiced. Any adjustments you wish to make must be supported by the appropriate documentation and adjustments will be 
reflected on a subsequent invoice. 

PLEASE DETACH AND RETURN THE BELOW COUPON WITH PAYMENT 

 
Client:     Client Name 

Remit to:     Reference:    Month YYYY Administrative Service Fees 
Invoice No:    xxxxxx-xxxxx 

PayFlex Systems USA, Inc.   Total Due:    $00.00 
10802 Farnam Dr, Suite 100 
Omaha, NE 68154 
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Total Paid:   _____________________________________________ 

 

 
 

Client Name 
Participant Roster 

Invoice : xxxxxx-xxxxx 
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